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CENTRAL INTELLIGENCE AGENCY. 
Washington , D . C . 



SUBJECT: Personnel Evaluation 


1 August 1952 


25X1 A 


REFERENCE: CIA Regulation 


(Revised), effective 1 August 1952 


1 . P urpose 

This Notice provides guidance and outlines detailed respon- 
sibilities for personnel evaluation. 
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2 . Definition of Personnel Eval u ation 

a. Personnel evaluation as used in the Central Intelligence 
Agency is the supervisor's considered and judicious appraisal 

of the performance and capabilities of each individual for whom 
he is immediately responsible. This evaluation is in terms of 
the requirements of the individual's current position and his 
potential for long-term service with the Agency. It. is not a 
performance or an efficiency rating in the sense that individuals 
are compared oh the basis of a predetermined adjectival or 
numerical scale. 

b. The significance of a personnel evaluation lies in the 
constructive action which will ho taken to develop and use each 
individual's abilities and potentialities most effectively. 

3* Need to r Evalua tion 

a. Continuing Day-by-Day Evaluation 

A supervisor must be continually aware of the abilities 
o,nd performance of each person in his organization if he is 
actively to aid him to develop hi 3 skills and abilities. The 
insight gained from continuing appraisals will enable the 
supervisor to stimulate the productiveness and job confidence 
01 >his people and to develop teamwork and pride in the organ- 
ization. 
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each individual’s career plan. The preparation of these reports 
will serve periodically to focus the supervisor ' s .attention on tne 
actual andipotential contributions of each individual. Through 
this process the supervisor acquires a systematic inventory 01 
the human resources within his unit. 

4 . Specific Uses of Personnel Evaluation 

The uses of personnel evaluation include the following: 

a; Identifying each, person’s aptitudes, knowledges, skills 
and interests; 

b. Promoting discussions between supervisors and those 
supervised concerning work performance and career development; 

c. Increasing individual efficiency by spotting and coj. - 
recting specific problems and deficiencies and licxping i^ t.*e 
development of desirable traits; 

d. Serving as a basis for individual plans for. career 
development ; 

e. Identifying outstanding service; 

f. Identifying individuals who fall to perform as effective 
members of the organization; and 

g. Identifying the need for training, reassignment, rotation, 
promotion, demotion, separation and other formal personnel actions 

5* Responsibilities for Personnel Evaluation 

a. Responsibilities of Individuals 

Each individual must understand the responsibilities 
and requirements of his position. This is an Aiihei\,nt condition 
of employment and imposes a responsibility upon she individual 
to discuss with his immediate supervisor any problem or un- 
certainty which obscures his comprehension c? Ms work. This 
does not minimize the responsibility of tne supervisor for 
ensuring that those whom he supervises are provided with full 
i v.f’mTiatl on as to their .lobs. A clear understanding between 
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b. Responsibilities of Supervisors 

(1) Immediate Supervisor 

The immediate supervisor who assigns and reviews 
the work of others bears primary responsibility for evaluating, 
guiding and developing the potentialities and capabilities of 
those whom he supervises* In order to record his evaluations 
•and recommendations , he will prepare Personnel Evaluation 
Reports as required* 

(2) Reviewing Official 

The supervisor next in line of authority above the 
immediate supervisor is responsible for reviewing 'Personnel 
Evaluation Reports* He will determine whether they conform 
- to pertinent Agency policy and regulations and will assist 
in the effective use of the recorded information. He has 
the additional responsibility of ensuring that supervisors 
under his authority arc effective in directing* leading, 
evaluating and developing their personnel. 

c. Responsibilities of Office Career Service Boards 

It is the responsibility of each Office Career Service 
Board to review plans contained in the Personnel Evaluation Report 
for the training, assignment, advancement, rotation or promotion 
of each individual falling within its jurisdiction and to recom- 
mend to the Assistant Director or Office head the action that 
should be taken* 

6 . Types of Report s 

a. Initial Reports 

The supervisor will prepare a Personnel Evaluation Report 
for each individual at the end of his first nine months of service 
with the. Agency, exclusive of time that may have been spent in 
provisional status pending full security clearance. Such a report 
will be made regardless of the length of time that the individual 
has been under his immediate supervision* 

b. Annual Reports 

The supervisor will prepare a Personnel Evaluation Report 
annually for each individual on the anniversary of his entrance 
on duty unless a report has been made within the three months 
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prior to the anniversary date. When necessary the due date of 
an. annual report will he deferred until the individual has been 
under the supervisor's jurisdiction for 90 days. 

c. Special Reports 

The supervisor will prepare a Personnel Evaluation Report 
when an individual leaves the Agency. This report will include 
the supervisor's recommendation concerning his suitability for 
re-employment. Such special reports shall be attached to the 
Personnel Action Request form when it is forwarded to the 
Personnel Office. Special reports also may be made whenever they 
are administratively required. 

d. Reassignment Reports 

A Personnel Evaluation Report will be prepared for an 
individual whenever his supervisor is to be permanently changed. 
Supervisors who are to be reassigned will prepare reports for 
all persons under their immediate jurisdiction. Supervisors will 
prepare reports for individuals who are to he reassigned from 
their units. In case the immediate supervisor is not available, 
such reassignment reports will be prepared by the person next 
in line who has direct knowledge of the individual's work. The 
Assistant Director (Personnel) or his designated representative 
may grant temporary exemption from this requirement to specific 
organizational components of the Agency. 

']'• Preparation of Reports (Sue Plow Chart attached) 

a. Prior to the date an initial or annual Personnel 
Evaluation Report is due, the Personnel Office will notify 
the Office concerned through the official designated by the 
Office to serve as its Evaluations Officer, with responsibility 
for administrative activities connected with the personnel 
evaluation program. The Evaluations Officer will initiate 
action on Form 37-151 by entering the identifying data in 
Items 1 through 6 on the form and forwarding it in duplicate 

to the; appropriate supervisor. .Special reports may be initiated 
either by the Personnel Office or by the Office concerned. 
Reassignment reports will be initiated by the Office concerned . 

b. The supervisor will furnish the form in duplicate to the 
individual concerned who will complete Items 7 through 10. At 
the time the supervisor transmits the form to the individual, 

ho will offer his assistance and cooperation. 
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c. The supervisor will complete Items II through 3.8 and 
will exorcise considered judgment in appraising the adectuacy 
of the work performed, the qualifications of the individual 
for his position and his potentialities for greater service 
to the Agency. Upon completion of the evaluation, he will 
forward the form to the appropriate reviewing official. 

d. Item 1/ of the form provides a means for formalizing 
warnings to individuals concerning ineffective performance, 
li rt is tne supervisor's considered opinion that the in- 
dividual's work contribution has been sufficiently ineffective 
to require adverse action, he will attach to each of the 
copies or ohe Personnel Evaluation Report a copy of o. warning 
memorandum. If the supervisor has not already given the 
individual such a memorandum, he will prepare one at the time 
the Report is made. Warning memoranda will he coordinated 
with tne Personnel Office before they are given to the 
individual. When attached to Personnel. Evaluation Reports, 
thej will serve to alert the Personnel Office and appropriate 
Career oorvice Boards to situations requiring special attention. 

e. The reviewing official, will discuss the report with 
the supervisor In oruer to analyze the results of the evaluation 
and. to determine whether additional action shoul.d be recommended 
to improve or better utilize the individual's skills. The 
reviewing official also should discuss with the immediate 
supervisor any recommendations which would assist the- supervisor 
in carrying out his responsibilities in the personnel evaluation 
process and in taking appropriate action based on the evaluation. 
Upon one conclusion of his review und after discussion with the 
supervisor, the reviewing official will sign the form in 


duplicate and will forward both copies to th 
8 . The Interview 


c supervisor, 


a. Within one week after a Personnel Evaluation Report has 
been reviewed by the reviewing official, or as soon thereafter 
as practicable the supervisor will interview the individual 
concerned to apprise him of the evaluation and to use the Report 
as a basis for constructive discussion and planning. 

b. The interview will have an important influence on the 
relationship between the supervisor and the individual. Therefore, 
the. supervisor should adapt his approach specifically to each 
.'.ndividuax and plan the content and sequence of the discussion 


according to the personal relationship "existim 


between them. 
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c. During the interview, the supervisor will discuss eucn 
item of the Report. He should encourage the individual to discuss 
his understanding of his duties and responsibilities in order to 
resolve any misunderstanding of what is expected of him. He should 
express recognition of the individual's strengths and work 
achievements. Discussion of specific shortcomings should he. 
coupled with constructive suggestions of moans by which the in- 
dividual can improve himself with assistance through. supervision, 
rotation and training. In this connection, he should encoui w.ge 
the individual to analyse any. work, personal or other situational 
factors which may have affected his performance. Before closing 
the interview, the supervisor should summarize the results of the 
discussion emphasizing the course of mutual action which has been 
developed to advance the individual's effectiveness vitn the Agency. 


9 • Routing of Reports 

a. Upon completion of the discus 
the supervisor will sign both copies 
them to the Evaluations Officer. He 
copy and forward the original to the 
covert, within thirty days of the due 
by the evaluation period) except that 
submitted within fifteen days of the 
which is .retained by the Evaluations 
to the Office Career Service Board. 


sion with the individual, 
of the Report and submit 
will retain the duplicate 
Personnel Division, overt or 
■ date (the last date covered 
trial period Reports will be 
due date. The duplicate copy. 
Officer, will be made available 


b. The Personnel Office will review the Personnel Evaluation 
Report and will consult the Office, concerned with respect to 

any action which appears to be necessary or desirable. The _ 
original copy of the Personnel Evaluation Report will be filed in 
the individual's official personnel folder. 

c. If an individual's performance is described as unsatis- 
factory by the attachment of a warning memorandum to his annual 
Personnel" Evaluation Report, the fact will be posted to his 
service record card by the Transactions and Records Branch of 

the appropriate Personnel Division. This will make the individual 

ineligible for a periodic pay increase until his next annual 

resort is made. Advisory Appeal Boards appointed and convened 

in" accordance with CIA Regulation vill, at the individual's 25X1 A 

request, re-examine official warning meAioranda and recommend 

action to the appropriate officials. 
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10 • Personnel Evaluation Reports for Field Personnel 

Personnel Evaluation Reports for individuals who are serving 
in the field will be prepared and submitted in conformance with the 
principles of this Notice. [ — 

25X1 I 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



L. K. WHITE 


Acting Deputy Director 
(Administration) 


DISTRIBUTION NO. k 

Attachments: Flow Chart 

Personnel Evaluation Report 
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PERSONNEL EVALUATION REPORT 
Flow Chart 

(initial and Annual Reports) 
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OFFICE 


OFFICE 

CONCERNED 


INDIVIDUAL 

SUPERVISOR CONCERNED 
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related action 







Approved I^BRelease 2002/05/06 : CIA-RDP78-03|^0007001 10003-1 




SECURITY INFORMATION 


PERSONNEL EVALUATION REPORT 

(See Instructions on Reverse Side) 


The personnel Evaluation Report is an important part of the Career Service pro- 
gram. it seeks to assure for every person a carefully planned career, with advance- 
ment based on demonstrated ability. For the individual, it means an opportunity to 
voice his interests and to discuss his job and his progress with his supervisor. To 
the supervisor, it gives assistance in carrying out a major responsibility, the de- 
velopment of the people he supervises. For the Agency as a whole, it means successful 
teamwork based on mutual understanding and respect. 
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INSTRUCTIONS 

1. instruction to the Administrative or Personnel Officer 

Consult current Administrative Instructions regarding the initiation and transmittal of this report. 

2. Instruction to the person evaluated 

Since this evaluation will become an important part of your record, you win want to give to it as much care 
Find attpntion as vou would like to have it receive from your Supervisor and the Reviewing Official, witn 
respect to °tems 8 and 9, you should include courses of instruction or assignments, either within or out 
side of the Agency, which you consider pertinent to your career development. 

3. Instruction to the Supervisor and the Reviewing Official 

a As the supervisor who assigns, directs and reviews the work of others, you bear primary responsibility for 

Sea: KfssiSA'SrW «/ a “SSir. st 

reconnlndations for appropriate action. In preparing ^ e . r eP° r ty 0 ^°u d consider the individuals p 

s;nUiu^ri: u ;r44:siirs?s:"c. h uiinr~ r ;^fiX“"U d »ns;i,ri e n; , i i rricun„,u r e. 

*• ssis-rs sriaa: jfSr-^JSrsr.ta.stSK. 

in your comments, which should be terse and precise. 


COOPERATION 

DEPENDABILITY 

ACCURACY 

SECURITY CONSCIOUSNESS 
INITIATIVE 


RESOURCEFULNESS 
STABILITY UNDER PRESSURE 
ABILITY TO OBTAIN RESULTS 
JUDGMENT 
LEADERSHIP 


■=• alias wsiwrysic!... 

should be kept in mind; 

(1) Base your judgment on 

(a) What you have observed the individual do or fail to do. 

(bj Typical performance as well as critical incidents. 

(c) Examples relevant to the duties under consideration. 

(2) TITS' ir ‘3 S4.i£ 


SJSPfcT 

mm™* 
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20. COMMENTS (Continued): 


INSTRUCTIONS 

1. Instruction to the Administrative or Personnel Officer 

Consult current Administrative Instructions regarding the initiation and transmittal of this report. 

2. Instruction to the person evaluated 


??s“„“«« p °, r,a r 2« l i;r, o rL , ™, , :/r ora ’ yo “ "v ,**« *° «i» <» u « c «. 

respect to Items 8 and 9, you should incudecourtln? ^rSupervisor and the Reviewing Official, with 
side of the Agency, which Jou cons ider^lrtineSlS^Ir cllZ deSelop^ni 9 ""’ 6 "* 5 ' e,ther Withi " ° r ° ut " 


3. Instruction to the Supervisor and the Reviewing Official 


p?a^fng U and rV fosteNng a the 9 dIve?opTO^t of^ach 'perso^under ° f ° t ^ erS ’ bear P rimar y responsibility for 
pacity, aptitude, knowledae and skills As^n u ™fer your supervision, commensurate with his ca- 

jop-by-job and day-by-day 9 basis and use this infnrlat;H Pe ^ VISOr ’ ^ 0U Judge the P e °P le working with you on a 
A1 though evaluation Va y con?!nuoSs process ? is necessa? v C nnr^?r^ y ? Ur supe !; visor y relponsibll i t ies. 
recommendations for appropriate action In’nrenarinn thf rL pe r ^ I y ^° rec ? rd y° ur observations and 

i i- r capa ~ 


iL h nt. f0l I?thSu 9 g^7ou\re^^s r ked y fo7 9 tp1c1f?c S ratl^Ta nat^lfV perS ? n ’ S Performance and develop- 
in your counts! which should be ters^Ind precise? 9 ’ h6S ' tate t0 refer t0 these or similar tra ' ts 


COOPERATION 

DEPENDABILITY 

ACCURACY 

SECURITY CONSCIOUSNESS 
INITIATIVE 


RESOURCEFULNESS 
STABILITY UNDER PRESSURE 
ABILITY TO OBTAIN RESULTS 
JUDGMENT 
LEADERSHIP 




Base your judgment on 


■ a ] " ha t you have observed the individual do or fail to do. 
,0) Typical performance as well as critical incidents. 

C) Examples relevant to the duties under consideration. 


Si® s*» 
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PERSONNEL EVALUATION REPORT 


Items 1 through 6 will be completed by Administrative or Personnel Office r 
1> NAME aast) iTuTT) (Middle] | 2 . GRADE U. POSITION TITLE 


4. OFFICE S 

5- PERIOD COVERED BY REPORT 
From To 


STAFF OR DIVISION 


D EPT * L- I IF FIELD, SPECIFY STATION 


6. TYPE OF REPORT 
f i I n i t i a I 


Spec i a I 


— - | I {Reassignment f I Reassignment of Supervisor 

Items 7 through 10 will be completed by the person evaluated 

7. LIST YOUR MAJOR DUTIES IN APPROXIMATE ORDER OF IMPORTANCE, WITH A BRIEF DESCRIPTION OF EACH. OMIT MINOR DUTIES. 


8. LIST COURSES OF INSTRUCTION COMPLETED DURING REPORT PERIOD. 


Name of Course 


Locat I on 


Length of Course 


Date Completed 


9. IN WHAT TYPE OF WORK ARE YOU PRIMARILY INTERESTED? 

IF DIFFERENT FROM YOUR PRESENT JOB, EXPLAIN YOUR QUALIFICATIONS (APTITUDE, KNOWLEDGE, SKILLS). 


SIGNATURE 


Items 11 through 18 will be completed by Supervisor ~ 

11. BRIEFLY OESCRIBE THIS PERSON'S PERFORMANCE ON THE MAJOR DUTIES LISTED UNDER ITEM 7 ABOVE. 







